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_ ** }* to the Management Committee meet in# of 

11 Septesber 1974, following ia a flatus report ef the career 
management of clericals within the Directorate ef Admlnistret sa. 

2* As recoim* ended by the Personnel Approaches Study 
ir©^ tad endorsed by the i’anageseat Committee, the Direct n 
approved the establishment of one career service for the 
Directorate of Administration a ad charged the DBA with the 
responsibility for the career aa&ageaeet ef ell Directorate 
personnel . The DBA further assigned to the Head of each Wt 
Career Sub-Group (f cruelly designated ee individual career 
services), the responsibility for the career end personnel 
amnageuent of all personnel assigned te the Career Sub-Greu*. 

This includes professional, technical, end clerical personnel 

Publications ©f the SPA Personnel Management 
todbooi in April 1975 set forth te ell MIA employees 
the personnel seaagenest policy of the Dirac tors t a 
end outlined the basic constraints imposed upon the 
Heads of the DBA Sub-Groups to he utilised in the 
formulation of their individual career management 
systems. because ef the uniqueness ef the individual 
offices, the Handbook provides a degree ef uniformity 
among the Groups while at the sane time provides the* 
with necessary management flexibility in the develop- 
ment of their personnel management structures. For 
consistent end standard administration ef all employees, 
the decision was made te grows the clericals with the 
professionals in the new BaadW so the same guide- 
lines are presently used for both groups. This 
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structuring »ay change as the systems evolve and 
experience demands revision. Procedures , criteria, 
asd panel membership in each Sub -Croup will he 
published and available to each employee within 
the Sub-Group to provide bin with a cleaver under- 
standing of the personnel pro gran of the Directorate. 


, 3 *„ tht Directorate level, 1 have appointed a 
Clerical Career Service Coordinator from the secretarial ranks 
to work with and assist each of the Career Sub -Croups in the 
development of their individual clerical panels end the criteria 
to be used in their clerical nenegenent systems within the 
fra* evert of the Personnel Management handbook. One* the indie u- 
ual systems are in operation (hopefully 1» one to five months * 5 , 
the Clerical Career Service Coordinator will continue t© monito 
end examine the systems and make recosBemdatimms for the change * with 
the ultimate goal of establishing as uniform Directorate-wide 
system as possible. 


To further assist the DBA, the Sealer Personnel 
J**ourc*s Board, consisting of the ABC A, Directorate 
Directors, and Directorate Career Mens cement 
Officer is also available to advise the DDA an the 
career management policies and practices of the 
Directorate. Specifics of the individual Career 
Sub -Croup management systems will be submitted for 
review to the Sfll and te the DDA for final approval. 


/s/John F. Blake 


John P. Blake 
Deputy Director 
for 

Administration 

CMO/DlJ^^^M|clcn (13 May 197S) 
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